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1.3
THE CORPORATE STRUCTURE OF SAINT MARY'S COLLEGE
The Articles of Incorporation of Saint Mary’s College of California indicate
that the College has been established for the purpose of maintaining a
college of learning for the Liberal Arts, Catholic and Lasallian education of
men and women. In addition to the Articles of Incorporation, the Bylaws of
Saint Mary’s College of California, as amended and restated from time to
time, inform the structure and management of the College.
The current Articles of Incorporation of Saint Mary's College (1938) established the
College "for the instruction and Christian education of young men", a purpose since
enlarged to include women. The structure of the College is determined by the
Bylaws of Saint Mary's College of California, most recently revised in 2009. The
following section, including the parts entitled The Corporation, The Trustees, and
The Regents, is summarized from the Bylaws, a full copy of which is available in the
Office of the President.
1.3.1

THE CORPORATION
Saint Mary's College of California is a California nonprofit public benefit
corporation with Members. The Board of Trustees is responsible for the
oversight of the management of the College, while the Members, made up of
15 Brothers of the Christian Schools, hold certain reserved powers. legally owned
by a corporation of 15 members of the Brothers of the Christian Schools. Members
by right are the Brother Visitor [the Provincial of the San Francisco District of the
Christian Brothers], and the President of the College. The other Members of the
Corporation are appointed by the Brother Visitor to three-year terms, and at least
two-thirds must be on the faculty or administration of the College. The Members of
the Corporation have the sole and exclusive power and authority to:






consent to amendment of Articles of Incorporation;
repeal the bylaws of the Corporation and adopt new Bylaws;
consent to any amendments to the Bylaws which adversely affect the rights of
Members;
consent to dissolution of the Corporation;
consent to merger of the Corporation or sale of all or substantially all of its
assets.

The Members conduct a A regular meeting of the Corporation is held once every
three years. Special meetings may be called by the Board of Trustees, by the
chairperson of the Board, by the President, by the Brother Visitor, or by any one
Member.
1.4

THE ADMINISTRATIVE ORGANIZATION
A primary purpose of the administrative organization of the College is to guarantee
that the planning, execution and evaluation of all of the activities of the College take
place in an orderly, efficient and beneficial manner. The administrative organization
is revised from time to time to further these ends.
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Section 1.4 contains general descriptions of certain positions within the
College. These descriptions do not supplement or otherwise modify the
official position description pertaining the described position, as maintained
by the Human Resources Office.
1.4.1.1

Executive Assistant to the President

1.4.1.1

General Counsel

The Executive Assistant to the President is appointed by the President to
serve in various assignments as the representative of the President, and is a
member of the President’s Cabinet.

The General Counsel is appointed by the President. The General Counsel advises
to provide legal advice to the President, to and the Board of Trustees and is the
primary legal advisor to the College. In addition to the overall management of
litigation that affects the College, the General Counsel, upon request, by the
Board, President, Provost, Vice President for Finance or other officers, will
review and/or draft College agreements and will advise and otherwise assist
with questions regarding laws and regulations affecting the College. The
General Counsel manages litigation that affects the College, prepares College
contracts and agreements, analyzes federal, state and local laws and regulations to
determine their potential impact on the College, and monitors compliance with
statutory requirements. Additionally, the General Counsel serves as a general legal
advisor to the President, performs special legally-related assignments for the
President, and is a member of the President’s Cabinet.
1.4.1.2

Director of Athletics and Recreational Sports
Moved from 1.4.2.4.15

1.4.1.3

College Diversity Coordinator
The President has designated the Vice President for Mission as the College Diversity
Coordinator. The College Diversity Coordinator reports directly to the President
and may act as the President’s designated representative at diversity-related
meetings, functions, and campus events. The College Diversity Coordinator, among
others, helps to facilitate and monitor the goals of the College in moving towards
diversity initiatives. The Coordinator assists all advisory boards, Schools,
departments, programs and offices within the College in developing and
implementing their respective diversity initiatives.
The Coordinator also
communicates regularly with the President and the campus community regarding
process and procedures to address diversity concerns, diversity programming, events
and goals at the College, while assisting the Office of Human Resources in
providing on-going diversity training for faculty, staff, and administrators. The
College Diversity Coordinator is an ex-officio member of the Equal Employment
Opportunity Compliance Committee.

1.4.2

PROVOST
…The administrative staff of the Provost to whom responsibility and
commensurate authority are delegated are the Vice Provost for Undergraduate
Academics, the Vice Provost for Graduate and Professional Studies, the Vice
Provost for Enrollment, the Vice Provost for Student Life, Deans of the Schools,
Dean for Library and Academic Resources, the Chief Technology Officer, the
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Director of Faculty Development, the Director of Institutional Research, and the
Director of Business Operations.
1.4.2.1.3.4

Director of Articulation and Transfer/Associate Registrar
The Director of Articulation and Transfer is the institutional advocate for transfer
students. The Director is responsible for developing formal articulation agreements
with other institutions of higher education, providing prospective transfer students
with preliminary advanced standing evaluations, determining the transferability of
courses, and arranging for the course scheduling and orientation of new transfer
students. In addition, the Director is responsible for monitoring and addressing
other institutional policies and procedures (e.g., residence life, advising, orientation)
that affect transfer students.

1.4.2.1.3.6

Coordinator, International Recruitment and Admissions
The Coordinator of International Recruitment and Admissions is responsible for
the recruitment and admissions of international students to all of the College’s
programs. In this role, the Coordinator develops and implements recruitment
strategies for international students, reviews and makes admissions
recommendations on all international applicants, and advises staff and faculty
regarding international student admission issues. The Coordinator reports to the
Dean of Admissions.

1.4.2.1.4

Chief Technology Officer
moved from 1.4.4.4
The Chief Technology Officer (CTO) is responsible for both academic and
administrative technology, including the planning, implementation and management
of electronic resources and management of information systems. The CTO also
oversees campus telecommunications and audio-visual support.

1.4.2.2.4

Associate Dean, School of Economics and Business Administration
The Associate Dean of the School of Economics and Business Administration’s
primary responsibilities are in the areas of strategic planning and budget
management. The Associate Dean also fulfills other functions assigned by the Dean
of the School to whom he/she reports.

1.4.2.2.5

Associate Dean, Kalmanovitz School of Education
The Associate Dean of the School of Education ensures the quality of academic
programs, coordinates the implementation of academic policies and procedures,
coordinates accreditation and program approval activities, makes recommendations
regarding admissions criteria and program standards, and oversees development and
revisions of the School bulletin, student Handbook, Adjunct Faculty Handbook, and
policy/procedures manual. The Associate Dean implements policies related to
student affairs, probation and disqualification, student evaluations of
faculty/courses, and student grievances on academic issues. The Associate Dean
supervises the Credential Analyst and various coordinators, chairs the School of
Education Academic Policies and Regulations Committee, participates in budget
planning, and prepares reports for the Dean of the School.

1.4.2.2.6

Associate Deans, School of Liberal Arts
There are two Associate Deans in the School of Liberal Arts, one assisting the Dean
with undergraduate programs and the other with graduate and professional studies
programs.
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1.4.2.3.4

Director of Graduate Business Programs
The Director of Graduate Business Programs is responsible, in consultation with
the Dean of the School of Economics and Business Administration and with the
faculty of the Graduate Business Programs, for the overall quality of the Graduate
Business Programs. As the department chair for the Graduate Business faculty, the
Director is responsible for the recruitment of full and part-time faculty, for
curriculum assessment and development, and for academic policy in the Graduate
Business Programs. The Director is also responsible, with the assistance of the
Director of Admissions and External Relations of Graduate Business Programs, for
the number and quality of students admitted to those programs. In general, the
Director is responsible for the financial performance of the Graduate Business
Programs, and is charged with the development of the annual budget and with
overseeing all expenditures.

1.4.2.3.5

Director of Master of Fine Arts Program in Creative Writing
The Director of the Master of Fine Arts Program in Creative Writing, appointed by
the Dean of the School of Liberal Arts in consultation with the Vice Provost for
Undergraduate Academics, oversees the administration of all aspects of the
program’s operation, including recruitment, public and community relations,
admissions, scheduling, budgeting, and contractual negotiations with visiting writers.
The Director is responsible for marketing and fund-raising, and for organizing all
public functions associated with the program, including co-direction of the Creative
Writing Reading Series. The Director reports to the Program Steering Committee,
which is responsible for all academic policy-making within the program.

1.4.2.3.8

Director of Academic Support and Achievement Programs
The Director of Academic Support and Achievement Programs (ASAP) is
responsible for a variety of undergraduate support services offered by the ASAP
office both to students who experience academic difficulties and to those who wish
to achieve greater academic success. The services include an extensive tutorial
program and drop-in study groups. The Director oversees Project Success, an
intervention program that assists students on first-time academic probation to build
skills they need to return to good academic standing. The Director coordinates the
provision of limited individualized assistance to students with learning and/or
physical disabilities.

1.4.2.3.9

Director of High Potential Program
The Director of High Potential Program administers the program designed to offer
admission and support to students who, due to adverse social, economic,
educational, or other factors, have demonstrated their potential to succeed in college
through other than traditional indicators. The Director is responsible for the
organization of an intensive summer orientation program for these students and the
provision of a broad range of other academic and personal support programs
throughout the year.

1.4.2.3.10

Director of Hearst Art Gallery
The Director of Hearst Art Gallery oversees the programs of the Hearst Art
Gallery, including exhibitions and the preservation and development of the College
art collection. The Director is responsible for developing policies, procedures, longrange plans and budgets, including funding from non-College sources, in
consultation with the Gallery’s Advisory Board, curator and staff, and other College
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officials. The Director is responsible for seeing that the Gallery upholds the
standards and ethics of the museum profession, as defined by the American
Association of Museums and other professional organizations.
1.4.2.3.11

Director of Career Development Center
The Director of the Career Development Center coordinates career exploration
programs and counseling services, internship placement, on-campus recruitment for
full-time employment for students and alumni as well as part-time employment
opportunities for students. The Director works in collaboration with the Director of
Alumni and the Alumni Board of Directors, and chairs the Career Development
Advisory Board.

1.4.2.3.12

Director of the Liberal Education for Arts Professionals (LEAP) Program, School
of Liberal Arts
The Director of Liberal Education for Arts Professionals Program is responsible for
recruiting students, recommending program admission, providing academic
advising, program counseling, development and revision of curriculum and learning
resources, administrative oversight related to curriculum and instruction, and the
participation in the formulation of academic policy. The Director recommends
appointments of program faculty to the Dean, collaborates with other departments
for program staffing, and is responsible for coordinating expansion of the program
nationally.

1.4.2.3.13

Director of the Master of Arts in Leadership Program, School of Liberal Arts
The director of the Master of Arts in Leadership program is responsible for the
development and revision of curriculum; oversight of faculty recruitment,
development and program instruction; recruitment of students and program
admissions. In addition the director participates in and facilitates formulation of
academic policy in conjunction with the faculty who teach in the program. The
director is also responsible of administrative oversight of the program and program
budget and is responsible for program staffing and coordinating the national
expansion of the program.

1.4.2.3.14

Program Directors for the Kalmanovitz School of Education
The Directors of the Cross-cultural Education, Early Childhood, Educational
Leadership, Graduate Counseling, Multiple Subject, Reading and Language Arts
Leadership, Single Subject, and Special Education Programs in the School of
Education fulfill the basic responsibilities of department chairpersons (see 1.4.2.4.1)
and coordinate the administrative, managerial, and instructional aspects of the
credential, master’s and doctoral degree programs under their supervision. In
addition to their responsibilities for curriculum and instruction, they are responsible
for program recruitment, admission, academic advising, and class scheduling; for
recommending full and part-time faculty for appointment, assignment, and
retention; for faculty training and orientation; for collaboration with Schools; for
field supervision; and for program and student evaluation. Directors supervise staff,
participate in the formulation of academic policy, and apply academic and
administrative policies and procedures to student concerns.

1.4.3.1.1

Director of Campus Housing and Conference Services
Reporting to the Dean of Students, the Director of Campus Housing & Conference
Services provides overall leadership and direction for the development of a
conference and a campus housing programs that functions within the mission of the
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College and provides fiscal resources for the operations. Manage and operate
housing and conference services as self-sustaining auxiliary operations of the
College, including oversight of analyzing and projecting all statistics, capacities,
assignments, availability, tracking, billing and budget.
Assistant Director for Conference Services
Reporting to the Director of Campus Housing and Conference Services, the
Assistant Director of Conference Services is responsible for the College’s internal
and external conference related services, including but not limited to, the booking
and management of College facilities, space utilization, the delivery of contracted
services and for communicating College policy and procedures to clients.
Assistant Director for Campus Housing
Reporting to the Director of Campus Housing and Conference Services, the
Assistant Director of Campus Housing provides leadership and direction for the
operational aspects of the residential life/housing program. In a collaborative spirit
with other members of the student life division, the Assistant Director provides for
and supports a residential life program that fosters learning, accountability and
community.
1.4.3.1.2

Assistant Dean of Students/Director of Residence and Community Life
The Assistant Dean is responsible to the Dean of Students and provides
administrative and direct oversight of the Office of Residence & Community Life.
The Assistant Dean and the Residence & Community Life staff establish policies,
programs and procedures that facilitate students’ intellectual and spiritual
development as active members of the diverse college community. The
administrative staff of Residence & Community Life includes the Associate Director
for Residential Life, Assistant Director for Community Life, Coordinator for
Residential Programming, Resident Directors, and Resident Advisors.
Associate Director for Residential Life
The Associate Director reports to the Assistant Dean of Students and has primary
responsibility for creating and leading a living and learning environment in the
residence halls and coordinating staff selection for Residence Life.
Coordinator for Community Life
The Coordinator reports to the Dean of Students and has the overall administration
and management of the student discipline process and the associated protocols with
specific attention to non-academic cases as well as facilitating the Disciplinary
Hearing Boards and Peer Councils.
Director of New Student and Family Programs
Reporting to the Assistant Dean of Students for Residential and Community Life,
the Director has primary responsibility for supporting the successful transition of
new students and their families into the campus community through programs,
outreach and publications. Orientation, Week of Welcome and First Year
Experience programming enhance student learning and success. The Director
collaborates with other campus offices in support of new student transitions.

1.4.3.2

Assistant Dean of Student Life for Leadership, Involvement and Diversity
The Assistant Dean of Student for Leadership, Involvement and Diversity reports
to the Vice Provost for Student Life and oversees the areas of Student Involvement
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and Leadership, the Intercultural Center, and the Women’s Resource Center. The
Assistant Dean is responsible for the development of leadership programs; oversees
student government and student organizations (including media); and appoints
faculty/staff advisors for all registered student organizations.
Director of the Intercultural Center
The Director of the Intercultural Center reports to the Assistant Dean for Student
Involvement and Leadership And Diversity and promotes a learning environment
which embraces diversity, fosters acceptance and creates an inclusive community
through co-curricular programs, outreach, support services and resources.
Director of the Women’s Resource Center
The Director of the Women’s Resource Center reports to the Assistant Dean of
Student Life for Leadership, Involvement and Diversity and promotes a campus
environment where students, especially women students, are encouraged to seek
gender-related information and exchange views. The Women’s Resource Center
provides relevant educational programs and activities and coordinates the Colleges’
response to sexual assault and manages the Sexual Assault Crisis Response Team.
1.4.3.3

Director of the Health and Wellness Center
Associate Director of the Health and Wellness Center
The Associate Director works closely with the Director to develop, coordinate,
implement and evaluate the operations and educational programs at the Health and
Wellness Center. The Associate Director provides direct and indirect care while
demonstrating a high level of concern and confidentiality to students.
Coordinator of Health Promotion & Education
The Coordinator oversees the delivery of educational, co-curricular programs, tools
and activities that encourage and promote student health; also supervises the Peer
Education Network program.

1.4.3.4

Director of Counseling Center
Assistant Director of Counseling Services/Director of Training
The Assistant Director/Director of Training reports to the Director of the
Counseling Center. This position also oversees the Center’s Practicum, Pre-doctoral
Internship and Postdoctoral Residency training programs. The Assistant
Director/Director of Training provides program development and implementation,
student counseling and psychological services; collaborative management of student
cases; and clinical supervision of the Center’s group therapy program.

1.4.4

VICE PRESIDENT FOR FINANCE
The Vice President for Finance is appointed by the President with the approval of
the Board of Trustees for a term mutually agreed upon, and is responsible to the
President and Board of Trustees. The Vice President for Finance is the College’s
chief financial officer and treasurer and her/his duties include responsibility for all
business and financial affairs of the College (business policies, operations,
technology and telecommunications, facilities construction and planning, human
resources, physical plant and contracted services). The Vice President is vested with
authority commensurate with such responsibilities. The Vice President recommends
to the President the appointment, promotion, and retention of administrative staff
and the selection of firms contracting with the College to provide services. The Vice
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President is a member of the President’s Cabinet and an ex-officio member of all
committees in the areas of business, finance, buildings, technology and human
resources.
The administrative staff and contractual services staff reporting directly to the Vice
President for Finance are the Contracted Bookstore Manager, Chief Technology
Officer, Coordinator of Administrative Services, Director of Finance/Controller,
Contracted Director of Food Service, Director of Human Resources, Executive
Director of Facilities Services, and the Director of Central Services.
1.4.4.1

Executive Director of Facilities Services
The Executive Director of Facilities Services supervises the Office of
Environmental Health and Safety, and the personnel and the maintenance program
of the Facilities Services Department including all buildings and grounds,
equipment, utilities, and vehicles. The Executive Director also schedules and
coordinates the use of College vehicles and is responsible for supervising and
coordinating all construction on campus from preliminary planning through project
completion.

1.4.4.2

Director of Finance/Controller
The Director of Finance/Controller supervises and directs the Budget Office and
Business Office operations, including budget management and reporting and all
accounting functions, cash management, billing, collections, accounts payable,
purchasing, and payroll. The Director of Finance/Controller also coordinates the
annual audit of the College’s financial records by outside independent auditors.

1.4.4.1.3

Director of Human Resources
The Director of Human Resources is responsible for the College’s human resources,
compensation, benefits programs, and discrimination policies, including but not
limited to the College’s sexual harassment policies. The Director is the College’s
Title IX Coordinator and has the authority to designate appropriate deputy
Title IX coordinators to assist in the fulfillment of these responsibilities. The
Director coordinates hiring, reviews all contracts, recommends salary, personnel,
and benefit policies to the administration, monitors College compliance with laws in
government regulations, e.g., Equal Employment Opportunity, Title IX and Title
VII regulations, investigates reported complaints of improper conduct, and advises
on other appropriate matters affecting the human resources of the College.

1.4.4.4

Chief Technology Officer
MOVED TO 1.4.2.1.4

1.4.5.1

Assistant Vice President for Development
The Assistant Vice President for Development is responsible for planning and
directing the College’s fundraising efforts from individuals. The Assistant Vice
President supervises, guides and coaches the annual giving, major gifts, athletic
development and development research staff.

1.4.5.2

Director of Alumni Relations and Volunteer Engagement
The Director of Alumni Relations and Volunteer Engagement is responsible for
developing and implementing events and activities that enrich and cultivate
relationships with alumni, students, donors, parents and friends. This individual also
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manages and coordinates volunteer donor and alumni engagement with the College
through numerous boards and committees.
1.4.5.3

Director of Advancement Services
The Director of Advancement Services is responsible for managing the Colleague
database of alumni and donor information, including reporting and informational
retrieval, gift processing, prospect research and biographical records maintenance,
and coordinating proper acknowledgements of donations received by the College

1.4.5.4

Director of Foundation, Corporate Relations and Sponsored Grants
The Director of Foundation, Corporate Relations and Sponsored Grants directs
fundraising programs and grant-making solicitations to foundations, corporate
entities and public sources. The Director supervisors a grant writer and works
closely with the Provost, Deans and faculty members in the development of grants
from public and private sources.

1.4.5.5

Director of Marketing and Stewardship
The Director of Marketing and Stewardship is responsible for developing and
implementing marketing and communications strategy within Advancement
including events, mass solicitations conducted by mail, phone and other electronic
means. The director also develops and oversees implementation of donor
stewardship.

1.4.6.1

Assistant Vice President of College Communications
The Assistant Vice President of College Communications oversees internal and
external communications on behalf of Saint Mary’s College. The Director uses
appropriate communications strategies and programs to support attainment of Saint
Mary’s College strategic and operating goals and objectives. Maintains a broad
understanding of contemporary issues affecting institutions of higher learning,
anticipates how these issues may impact Saint Mary’s College and its key audiences,
and, where appropriate, recommends and implements communications programs
that help the College respond appropriately to them. Where appropriate, the
Director serves as an official spokesperson for Saint Mary’s College. Supports the
communications needs of the President, Provost and other senior administrators,
and assists other College functions (including Admissions, Development, Student
and Alumni Relations, and Athletics) with their respective communications needs as
required.

1.4.6.2

Director of Creative Services
The Director of Creative Services is responsible for supervising and coordinating
the publishing of all materials related to the College and reports to the Assistant
Vice President of College Communications. The Director’s primary publication
responsibilities include academic catalogues, admissions materials, and advancement
and development marketing pieces.

1.4.6.3

Director of Scheduling and Promotion
The Director of Scheduling and Promotion serves as chief institutional officer for
the scheduling and general distribution of information related to the use of College
facilities. The office is designed to serve the College by developing and managing a
single institutional on-line calendar of events and ensuring appropriate coordination
and logistics supporting events. In addition to serving as a source for reservation the
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Director will offer event planning support and information for all activities on
campus.
1.5

ORGANIZATIONAL CHARTS
The various charts were updated.

1.6.1.1

Faculty Elections
Faculty membership on:

1.6.1.1.4

Equal Employment Opportunity Compliance Committee

Faculty Qualifications for Election
3. A faculty member is not expected to serve at one time on more than two
elected committees, and a faculty member serving on an intensive
workload committee may choose not to serve on a second elected
committee.
4. During the spring a faculty member is completing a full term on an
intensive workload committee (Academic Senate, Undergraduate
Educational Policies Committee, Rank and Tenure, Faculty Welfare,
Program Review Committee, Core Curriculum Committee) that faculty
member may ask for exemption from that election cycle through the
chair of the Committee on Committees.

1.6.1.2.2
	
  

Responsibilities of the Academic Senate and Relationship to the Campus Community:	
  
3. The Academic Senate defines the election procedures for and membership of
faculty committees of the College. The Academic Senate has these responsibilities
for the following committees: the Academic Senate and its committees, Rank and
Tenure Committee, Academic Administrators Evaluation Committee, Grievance
Committee, Faculty Welfare Committee, Committee on Committees, the January
Term Committee, Collegiate Seminar Governing Board, the Core Curriculum
Committee, Committee on Teaching and Scholarship, the Faculty Bookstore
Committee, and Library Committee. (Regarding how changes are approved for the
Faculty Handbook, see section 1.8.) The Academic Senate designates committees
as being of intensive workload. 	
  

1.7.2.1

President’s Cabinet
The President’s Cabinet is concerned with the ordinary management of the College
and the coordination of all its administrative areas. Members are the President, the
Provost, the Vice Presidents, and the Vice Provost for Student Life , the Executive
Assistant to the President, and the General Counsel. Faculty, administrators, students
and others participate by invitation or by request. The President’s Cabinet meets at
the discretion of the President.

1.7.2.2
1.7.2.3

College Committee on Inclusive Excellence
Moved from 1.7.3.8
Financial Aid Appeals Committee
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The Financial Aid Appeals Committee conducts hearings for students who wish to
appeal their financial aid. Members are the Associate Director of Financial Aid, who
serves as chairperson, and members from the faculty selected by the Director of
Financial Aid in consultation with the chairperson of the Committee on
Committees.
1.7.2.2

-

1.7.2.5

Equal Employment Opportunity Compliance Committee
Role: The Equal Employment Opportunity Compliance Committee is responsible for
considering and deciding allegations of harassment (other than sexual) or
discrimination on the basis of race, color, religion, national origin, ancestry, age,
gender (including allegations regarding Title IX), sexual orientation, marital status,
medical condition, or physical or mental disability according to established College
policies and procedures. Complaints involving conduct that might constitute sexual
harassment should be reported promptly and directly to the Director of Human
Resources, who is responsible for investigating all such complaints involving
employees (e.g., faculty, administrators, staff) of the College, or visitors to the College
(e.g., vendors, contractors, or other guests of the College).
Membership:
-Director of Human Resources, chairperson
two ranked members of the undergraduate faculty, elected at-large by the undergraduate
faculty
one ranked member of the graduate faculty, elected at-large by the graduate faculty
two members of the College staff, appointed by the Director of Human Resources
two alternate members of the College staff, appointed by the Director of Human
Resources
College Diversity Coordinator, ex-officio
two alternate ranked faculty members
The first runners-up to each of the elected positions become the alternate members
for that position.
After the election but before the announcement of the results, the chair will share the
results of the election with the President to avoid any potential conflict of interest. The
President may challenge without prejudice any of those so elected. Anyone so
challenged will be replaced by the person elected as runner-up.
The chairperson shall designate one member to serve as chairperson in his/her
absence.
Meetings: The Equal Employment Opportunity Compliance Committee meets at least
once annually to assess equal employment opportunity policies, procedures and
progress. Other meetings will be convened by the chairperson to hear any complaints
submitted for its consideration.
Terms of membership shall be for two years. One undergraduate faculty member shall
be elected every year, and one staff member and alternate shall be appointed every year.
A quorum of members must be present for the Equal Employment Opportunity
Compliance Committee to conduct its business. A quorum shall consist of five (5)
members or their alternates.
Sustainability Committee
Role: The Sustainability Committee provides useful information to the
President and Cabinet to inform decision-making that meets the
environmental, social and economic needs of present generations without
compromising the ability of future generations to meet their own needs.
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Specifically, the Committee shall:
- Function as the primary conduit of, and clearing house for, information
regarding environmental stewardship and sustainability issues on campus.
- Develop, recommend and/or sponsor educational programs that promote
environmental awareness and sustainability as both an institutional and
individual responsibility.
- Review and monitor those operations on campus that directly affect the
College’s use of resources.
- Conduct initial and annual assessments of the College’s sustainability
efforts and prepare a report for the President and Cabinet.
- Develop and recommend a sustainability vision statement for the College.
- Develop rolling multi-year action plans to promote greater awareness of
sustainability, to increase campus sustainability over time, and to inform
annual operating and capital budget processes.
Guidelines for the Committee:
- Develop, based on its duties, a mission statement, a set of operating
principles, and a subcommittee structure as necessary to facilitate its work
- Make recommendations regarding plans, policies and standards that reflect
and honor the College’s mission and traditions.
- Make recommendations for the best use of the financial and physical
resources of the campus that further both environmental responsibility and
the strategic initiatives of the College.
- Make recommendations that preserve or enhance the College’s existing
architectural aesthetic.
Membership:
Each member of the Committee has a continuing, individual charge to serve
as the steward of the campus community as a whole. The Committee shall
have a chair and vice chair appointed by the President for one- year terms
from among its members. Committee members shall serve one-year terms
and shall include:
- Alumni Representative appointed by the Vice President for Development
- Associated Students of Saint Mary’s College President or Designee
- Campus Facilities Planning Committee Chair or Designee
- Chief Technology Officer or Designee
- Christian Brother Representative appointed by the President
- Council of Deans Representative appointed by the Provost
- Executive Director of Facilities Services or Designee
- Faculty Representative from each School appointed by the Dean of each
School
- Food Service Director or Designee
- Social Justice Coordinating Committee Chair or Designee
- Staff Council Chair or Designee
- Vice Provost for Enrollment and Vice President for Communications or
Designee
- Vice Provost for Student Life or Designee
- Other Members of the Campus or External Communities at the Discretion
of the President
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1.7.3.5

Library Committee
The chairperson of the Library Committee reports to the Academic Senate on the
following issues:
1. Relations between the professional library staff and other segments of the
College;
2. Library resources, aAcquisitions and collection development;
3. Budgetary needs; The Library's strategic and financial planning;
4. Public services of the library in support of the College's mission, aims and
ideals.
Membership: The Committee consists of seven members:
- three ranked undergraduate faculty members, one each from the Schools of Liberal
Arts, Science, Economics and Business Administration, appointed by the
chairperson of the Committee on Committees, in consultation with the
Deans of the respective Schools, in consultation with the chairperson of the
Committee on Committees, for two-year renewable terms, appointments to be
staggered
- one ranked graduate faculty member, appointed by the chairperson of the
Committee on Committees in consultation with the Vice Provost for
Graduate and Professional Studies, Academic Senate, for a two-year term
- one professional librarian, appointed by the Director of the Library, for a two-year
term
- one staff member appointed by the chair of the SMC Staff Council, for a
two-year term
- one graduate student, appointed by the chairperson of the Graduate and
Professional Studies Council, for a one-year term
- one undergraduate student, appointed by the Student Body President, ASSMC, for
a one-year term
- Dean for Library and Academic Resources as an ex-officio member
Meetings: The Library Committee meets twice per academic year. Additional
meetings may be called by the chairperson, the Academic Senate, the chairperson
of the Academic Senate or at the request of a majority of the Committee. The
Committee elects its own chairperson from among its sitting faculty members. The
chairperson, in consultation with the Dean for Library and Academic Resources,
prepares the agenda for Committee meetings.

1.7.3.8

College Committee on Inclusive Excellence
Moved to 1.7.2.2

1.7.3.12

Social Justice Coordinating Committee
Role: The Social Justice Coordinating Committee (SJCC) is responsible for
developing a unified vision and implementing a plan for integrating a social
justice ethos across the curricular and co-curricular experience at Saint
Mary’s College.
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Primary Activities:
- Facilitate communication and coordination among different civic
engagement and social justice programs, activities, and initiatives.
- Strengthen the coherence of undergraduate and graduate social justice
education across the academic and student life areas.
- Foster campus conversations by organizing/sponsoring one campus-wide
forum and other smaller cross-disciplinary forums annually.
- Develop and implement on-going benchmarks, inventory, assessment
strategies of social justice activities and accomplishments with the Office of
Institutional Research, CILSA, and Core Curriculum.
- Develop, propose, and coordinate an approved action plan to promote the
curricular, co-curricular, and administrative/institutional mission related to
social justice.
- Submit an annual written report containing recommendations for
enhancing social justice programming college-wide to the Academic Senate,
Provost, Vice Provost for Undergraduate Academics, the Vice Provost for
Graduate and Professional Studies, and the President.
Membership:
The elected faculty members of the Committee serve two-year staggered
terms; they are elected from the tenured roster and must satisfy the
Qualifications for Election (see section 1.6.1.1.4). Staff representatives are
selected/appointed by their respective administrator. The SJCC Chair must
be a member of the committee and must be appointed by the Provost
through the recommendation of committee members. The Chair
appointment is for two years. The committee is comprised of one
faculty/staff representative from the following:
- Each school (4)
- CILSA
- Student Life
- Mission and Ministry
- Athletics
- Staff Council
- International Programs
- January Term
- Honors Program
- Graduate Leadership Program
- A minimum of two student representatives (one recommended by Student
Life Staff and/or one “at-large” recommended by/representing ASSMC –
each serving a one-year term)
The Chair has the authority to invite members of the campus community to
committee meetings when appropriate.
Meetings: The SJCC meets on a monthly basis (except for January) during the
undergraduate academic year. Meetings are called on a schedule determined
by the chair.
1.7.4.5

Undergraduate Educational Policies Committee
Role: …
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3. The chair of the UEPC considers for approval applications from the Vice
Provost for Undergraduate Academics on the behalf of students who
believe their academic needs would be better served by a distinctive
program of studies. Besides fulfilling requirements for a major, an
individualized major plan must satisfactorily lead the student toward the
goal of liberal education which the College sees as essential for all of its
graduates.
1.7.4.12

Collegiate Seminar Governing Board
Membership: Five ranked members of the faculty, two from the School of Liberal
Arts, and one from, respectively, the Schools of Science, Economics and Business
Administration, and Education, elected on a general faculty ballot administered by
the Committee on Committees.
Ex officio and voting, the Director of the Collegiate Seminar (Chair), the Director of
the Collegiate Seminar’s Informal Curriculum, the Director of the Center for
Writing Across the Curriculum, and the Collegiate Seminar’s Liaison with the
Critical Perspectives Program

1.7.6.1

Budget Committee
Each member of the Budget Committee has a continuing, individual charge to serve
as the steward of the campus community as a whole and to avoid behaving as a
partisan advocate.
Membership:
- President of the College
- President’s Cabinet (excluding General Counsel)
- Vice Provosts for Undergraduate Academics and for Graduate and
Professional Programs
- Director of Human Resources
- Academic Deans (one appointed by Provost and one elected by Council of
Deans)
- Academic Senate Chair and Vice Chair
- Faculty Welfare Committee Chair
- Staff Council Chair and Immediate Past Chair
- Director of Athletics
- Financial Aid Director
- Director of Finance/Controller

1.7.6.3

Campus Facilities Planning Committee
Membership:
- Vice President for Finance, Committee Chair
- Associate Dean for Residence and Community Life
- Associated Students of Saint Mary’s College Representative
- Chair Elect of Staff Council
- Chair of Academic Senate or Designee
- Chief Technology Officer or Designee
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- Christian Brother Representative
- Council of Deans Representative
- Dean of Students
- Director of Community and Governmental Representative
- Director of Scheduling and Promotions
- Director of Architecture and Construction
- Director of Athletics or Designee
- Director for Finance/Controller
- Director of Public Safety
- Executive Director of Facilities Services
- Faculty Welfare Committee Representative
- Provost or Designee
- Provost’s Council on Academic Facilities Planning Representative
- Vice President for Development or Designee
- Vice Provost for Enrollment or Designee
- Vice Provost for Student Life or Designee
- Vice Provost for Undergraduate Academics or Designee
- Vice Provost for Graduate and Professional Studies or designee
1.8

REVISION PROCESS OF THE FACULTY HANDBOOK
The revision process has two three types of procedures:
1. Material in Category (a) is routinely collected and updated by the Faculty
Handbook Coordinator for each revision of the Handbook. When in doubt
about the nature of the material, the Coordinator should consult with the chair
of the Academic Senate and the Provost (and, when appropriate, the President),
as prescribed in procedure 3, below, before making those revisions.
proceeding to revise that section. Changes to material in Category (a) can occur
and revised pages can be posted to the website or circulated to faculty to update
their Handbooks at any time.
2. Changes or additions to material in Categories (b) and (c) are collected
through the academic year by the Faculty Handbook Coordinator.
Material proposed by the Senate requires the approval of the Provost; material
proposed by the administration and/or the Provost requires consultation with
the Academic Senate. Changes or additions to material in Category (b) that have
been approved by the Academic Senate and the Provost are collected through
the academic year by the Faculty Handbook Coordinator. On or about February
20 of each year, the The Faculty Handbook Coordinator distributes to
members of the Faculty Handbook Review Committee all changes or additions to
be considered by that Committee. During the first two weeks of March in each
academic year, changes to material in Category (b) are reviewed by the
Committee. Academic Senate members or faculty representatives who authored
changes may be invited to be present during discussion of the section(s) in
which they were involved. Changes agreed upon by the Committee are
made by the Coordinator. Changes agreed upon by the Committee are
presented to the President for his approval in consultation with the Board of
Trustees each year at its May meeting. Changes not agreed upon are returned to
the appropriate Senate or faculty representative, or administrator for revision.
3. Any material in Category (c) must be reviewed by the chair of the Senate, the
Faculty Handbook Coordinator, the Provost, and the President. If all four agree
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on the nature of the material, it will be treated according to procedure 1 or 2 as
jointly agreed upon. If there is disagreement, then such material will be revised
only through process 2.

2.1.1

RANKED (TENURE-TRACK) FACULTY
Ranked faculty appear on the Rank and Tenure Roster. They are full-time
employees of the College unless otherwise specified in their appointment; their
appointments are probationary (tenure track) or tenured to the College and not to a
program, department or School; they hold the academic ranks of Instructor,
Assistant Professor, Associate Professor and Full Professor. Assignment is made to
the department or program in which the faculty member teaches the majority of
his/her courses. With the exception of the rank of Instructor and Exceptional
Candidate appointments, faculty will hold the terminal degree (see sections 2.1.1.1
and 2.1.1.2).
The salaries of full-time ranked faculty whose duties are primarily instructional are
contained in the full-time salary scale (see section 2.15.1).
Instructor: Appointment to the rank of Instructor is made when a candidate
possesses the qualifications enumerated below for the rank of Assistant Professor
with the exception of the terminal degree. The candidate will be enrolled in a
terminal degree program in his/her field. Upon completion of the terminal degree,
the candidate will automatically be eligible for immediate appointment to the rank of
Assistant Professor.

2.1.2

NON-TENURE-TRACK FACULTY
Status
TenureTrack

Non-TenureTrack

Compensation
Per Course
Per Unit
Full or
Per Workshop
Pro-Rata

Lecturer

x

Adjunct Faculty

x

x

x
x
x

x
x
x

x

Visiting:
Assistant Professor
Associate Professor
Professor
Ranked:
Instructor
Assistant Professor
Associate Professor
Professor

x
x
x
x
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2.2.1

INSTRUCTOR APPOINTMENT
Without an expressed exception, a faculty member appointed to the rank of
Instructor must be engaged in the active pursuit of the terminal degree. The total
period of full-time service prior to the acquisition of the terminal degree may not
exceed three years. Notice shall be given in accordance with section 2.8.3.1 at least
one year prior to the conclusion of the third year of full-time service if the faculty
member is not to be continued in service after the expiration of that three year
period. For Instructors who progress to the rank of Assistant Professor, each year at
the rank of Instructor will count as one step up to a maximum of three steps in the
rank of Assistant Professor in the faculty salary scale.

2.2.3.1.1

Phased Retirement (Transition from Reduced Services appointment)
Faculty members who had a permanent Reduced Services appointment on June 30,
2007, and elected to participate in the Phased Retirement Program automatically
transfer to a Phased Retirement appointment beginning in the 2007-2008 academic
year. Such faculty members may spend no more than five (5) years in the Phased
Retirement Program, excluding time spent on approved unpaid leave.

2.2.6.1

Adjuct Faculty (for the undergraduate programs in the Schools of Science, Liberal
Arts, Economics and Business Administration, and for the School of Education)

2.3

SELECTION AND APPOINTMENT PROCEDURES

2.3.1

SELECTION/APPOINTMENT OF RANKED FACULTY
6. In order to meet the College's commitment to diversity, a good faith effort should be
made to include at least ne candidate, in the final list of candidates, from traditionally
underrepresented groups (including but not limited to racial, gender, and disabled) in
the field for which the search is occurring. To enable a faculty Search Committee to
conduct the strongest possible search for underrepresented candidates, the Human
Resources office will send to the faculty Search Committee chairperson a copy of the
Faculty Search Procedures, which includes a section on underrepresented groups.
Before the actual search begins, the Search Committee will return their pro-active plan
on the recruitment of underrepresented groups to the Equal Employment Opportunity
Committee chair and the appropriate Dean. The Equal Employment Opportunity
Committee and the The Dean, in consultation with the Director of Human
Resources, will review the plan separately and then supply feedback and
recommendations to the Search Committee.
7. The Search Committee shall narrow the pool of applicants to a list of candidates to
be interviewed. This list, as far as possible, should reflect the College's commitment to
its mission, department/program needs, equal employment opportunities, and
diversity.
After choosing the final candidates, the Search Committee will submit an account of
the actions taken according to their pro-active plan to the Director of Human
Resources, Equal Employment Opportunity Committee, Dean, and Provost. If the
Director of Human Resources, Dean and/or Provost finds that there has not been a
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good faith effort, the Dean and/or Provost will ask the Search Committee to make
such an effort before the interviews can proceed.
2.3.3

EQUAL EMPLOYMENT OPPORTUNITY
5. There will be an Equal Employment Opportunity Compliance Committee
reporting to the Director of Human Resources (for description see 1.7.2.2). This
Committee will have as its functions (1) to advise the Director of Human Resources
as requested or as needed on equal employment opportunity policies and procedures
in progress; and (2) consider any unresolved grievances which may arise alleging
harassment (other than sexual harassment) or discrimination on the basis of race,
color, religion, national origin, ancestry, marital status, gender, sexual orientation,
age, medical condition, or physical or mental disability and to make appropriate
recommendations to the President of the College, whose decision in all personnel
matters is final, regarding such grievances.

2.6.1

STATEMENT ON CRITERIA FOR PROMOTION AND TENURE
Service to the College
…
It is the responsibility of faculty to present clear evidence of their effective service to
the College. Faculty service should be shared by all. A faculty member is not
expected to serve at one time on more than two elected committees, but a faculty
member serving on an intensive workload committee may choose not to serve on a
second elected committee. Upon completion of a full term on an intensive workload
committee (Academic Senate, Undergraduate Educational Policies Committee, Rank
and Tenure, Faculty Welfare, Program Review Committee, Core Curriculum
Committee) a faculty member may ask for exemption from the election process for
one year through the chair of the Committee on Committees.

2.9.3.3

Family Educational Rights and Privacy Act of 1974 (FERPA)
The Family Educational Rights and Privacy Act of 1974 (FERPA) provides
students attending post-secondary educational institutions certain rights of
access and privacy with respect to their student educational records
maintained by the College, and it requires that the College inform all
students of the rights and safeguards provided for in the Act. In summary,
the Act indicates that students grants all students 18 years or older significant
rights of access to their educational records. This Act also protects the privacy of
these records and requires the College to inform all students of the rights and
safeguards given in the Act. Students who wish access to any written records directly
concerning them shall submit their request to the Office of the Registrar. FERPA
grants all students 18 years or older significant rights of access to their educational
records. This Act also protects the privacy of these records and requires the College
to inform all students of the rights and safeguards given in the Act. Students who
wish access to any written records directly concerning them shall submit their
request to the Office of the Registrar, which is authorized to review each request
and to approve requests that are proper. Faculty members do not have the right to
release grades or other educational records to anyone other than appropriate College
officials who have a legitimate educational interest in the information (e.g., an
advisor, Dean, etc.); they may not give grades to parents or guardians if the student
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is a legal adult (18 years or older) without the student’s prior written consent. The
Act does not give any student the right to contest a grade given in a course, but the
Act does give the student the right to seek to correct an improperly recorded grade.
An informational pamphlet about FERPA at Saint Mary’s is available
through the Office of the Registrar.
2.14.3

HEALTHCARE
Faculty may choose between the programs listed below:
Health Insurance:
United Healthcare Anthem Blue Cross Health Maintenance Organization (HMO
and High Deductible)
Kaiser Health Maintenance Organization (HMO and High Deductible
Dental Insurance:
Delta Dental
PMI DeltaCare
Safeguard Dental
Vision Insurance:
Vision Service Program
Safeguard Vision

2.14.7

RETIREMENT
2. TIAA/CREF Retirement Plan. All faculty with the rank of Instructor, Assistant
Professor, Associate Professor, or Professor are eligible to participate in the
TIAA/CREF retirement program after the completion of one year of service at
Saint Mary's College or one academic year of prior full-time service with an
institution of higher education, or already own TIAA/CREF contracts and have
attained age 21. The College contribution is equal to 8.25% 3% of the employee's
monthly earnings, whether or not the employee contributes to the program. A taxdeferred option is available for faculty who wish to reduce their taxable income up
to limits established by the Internal Revenue Service. Voluntary additional
contributions are placed either in regular or group Supplemental Retirement
contracts and are made on a tax-deferred basis. Supplemental Annuity contracts
allow a loan provision and lump sum distributions at termination.

2.15.1

FACULTY SALARY POLICY APPROVED BY THE BOARD OF
TRUSTEES, JANUARY 18 &19, 2012
Faculty Compensation Philosophy
Saint Mary’s College celebrates the three traditions which have sustained it
since its earliest years: liberal arts, Catholic and Lasallian. The College
defends the goodness, dignity and freedom of each person, and fosters
sensitivity to social and ethical concerns. The College seeks faculty from
different social, economic and cultural backgrounds who come together to
grow in knowledge, wisdom and love. The faculty salary policy reflects the
mission, traditions and values of Saint Mary’s College of California as they
relate to the larger world and to internal operations.
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The College recognizes that it must attract and retain outstanding faculty
who are committed to the College’s mission and to their own personal and
professional growth. Thus, the College is committed to paying salaries
according to the guiding principles of equity (internal fairness), stewardship
(financial/fiscal prudence), and market forces (external competitiveness) to
sustain a high quality education.
The following principles are derived from the College’s mission:
•
•

•

•
•

Enable faculty to support themselves and their dependents with
dignity and an acceptable standard of living.
Attract faculty to come to Saint Mary’s College for reasons first and
foremost aligned with the mission. While an interest in the mission
by the faculty is necessary for a strong institution, the salary should
be sufficient to attract and retain faculty in the San Francisco Bay
Area.
Recognize that the long-term financial viability of the College
depends upon balancing institutional values such as fairness and
concern for individual dignity with fiscal prudence and market
competitiveness. In doing so, the faculty salary policy acknowledges
that market forces are neither irrelevant to compensation practices
nor sufficient as the sole justification for compensation practices.
Specify the circumstances under which differential hiring will be
utilized and state how differential pay will be implemented.
Favoritism will be expressly disqualified.
Assess both the market strategy of looking at extra compensation for
“hard to hire” disciplines and for internal adjustments, the peer
comparators, and the salary policy as a whole.

Salary Goals
1. The College should initially align the mid-point of each rank of base (or
“on-scale”) faculty salaries with the average of median salaries by
disciplines (sans “hard-to-hire” disciplines) among our market peers
(defined below) adjusted for a Bay Area/Moraga salary differential. We
recognize that this goal may constrain our ability to compete for top
candidates in our applicant pools.
2. The College will preserve a step system with six steps at the rank of
Assistant Professor, six steps and the rank of Associate Professor, and
will expand from the existing seven steps of Full Professor to 10.
3. The College should aim for internal fairness with a salary structure that is
equitable across ranks and which has a range of salaries, from assistant
through full professor.
4. To maintain internal fairness, off-scale salary differentials should be
limited to a list of positions or “salary lines” designated “hard to fill” and
that is developed by the Provost, in consultation with the Deans, and
reported annually to the Senate.
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5. Because off-scale enhancements to salary lines should be funded
additionally to, and apart from, the yearly operating budget’s faculty
salary pool, additional endowment or other appropriate resources
generated for the support of salary enhancements will be given priority by
the Board of Trustees for the strategic purposes served by off-scale
compensation; the College will therefore seek and find additional
endowment and other resources to cover the cost of off-scale salary
differentials.
Salary Administration
1. The change each year in the faculty salary budget (the “pool”) will be a
permanent part of the overall budget discussions of the College in
collaboration with the Budget Committee. Therefore, the change should
recognize the current and forecasted financial situation of the College,
which may require temporary deviation from salary goals
2. Competitiveness of faculty salaries will be determined by comparison to a
group of 48 other institutions selected on the basis of similar Carnegie
classification, funding, residential characteristics, NCAA Division I
athletics, endowments, and AACSB accreditation. Additionally, all
institutions in the WCC as well as 3 other Lasallian institutions are
included.1
2.1

Salary data will be drawn, by disciplines, from the CUPA-HR
(College and University Professional Association for Human
Resources) National Faculty Salary Survey database for the most
recent year available.

2.2

A geographic (i.e. Moraga/San Francisco Bay Area) salary
differential of 15% will be applied to the average salary of our peer
group. The basis for this differential will be data from the Economic
Research Institute and will be reviewed regularly as part of the review
of policy implementation.

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  

1. Comparator Institutions: Bradley University, Peoria, IL, 2. Bryant University, Smithfield, RI, 3. Butler
University, Indianapolis, IN. 4. Canisius College, Buffalo, NY. 5. Gonzaga University, Spokane, WA. 6. Loyola
College, Baltimore, MD. 7. Marist College, Poughkeepsie, NY. 8. Mercer University, Macon GA. 9. Quinnipiac
University, Hamden, CT. 10. St. Joseph’s Univ., Philadelphia, PA. 11. Stetson University, Deland, FL. 12. Xavier
University, Cincinnati, OH. 13. Belmont University, Nashville, TN. 14. Creighton University, Omaha, NE. 15.
Drake University, Des Moines, IA. 16. Fairfield University, Fairfield, CT. 17. Iona College, New Rochelle, NY.
18. Jacksonville U., Jacksonville, FL. 19. La Salle University, Philadelphia, PA. 20. Univ. of Detroit Mercy, Detroit,
MI. 21. Loyola Marymount, Los Angeles, CA. 22. Manhattan College, Bronx, NY. 23. Niagara University,
Niagara, NY. 24. Sacred Heart Univ., Fairfield, CT. 25. St. Bonaventure U., Bonaventure, NY. 26. University of
Portland, Portland, OR. 27. Villanova University, Villanova, PA. 28. Bellarmine University, Louisville, KY, 29.
LeMoyne College, Syracuse, NY. 30. Rockhurst Univ., Kansas City, MO. 31. St. Mary’s Univ., San Antonio, TX
32. Seattle Pacific U., Seattle, WA. 33. Univ. of Scranton, Scranton, PA. 34. Campbell University, Buies Creek,
NC. 35. Elon University, Elon, NC. 36. Hampton University, Hampton, VA. 37. Houston Baptist Univ., Houston,
TX. 38. Lewis University, Romeoville, IL 39. Mt. St. Mary’s Univ., Emmitsburg, MD. 40. Providence College,
Providence, RI. 41. St. Thomas Univ., Miami Gardens, FL 42. Seattle University, Seattle, WA. 43. Univ. of
Redlands, Redlands, CA. 44. Wagner College, Staten Island, NY. 45. Pepperdine University, Malibu, CA. 46.
Santa Clara Univ., Santa Clara, CA. 47. Univ. of San Diego, San Diego, CA. 48. U. of San Francisco, San
Francisco, CA
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3. Salary supplements will be administered by the Provost in consultation
with the Deans. The following protocols will be employed:
3.1 Salary supplements should be considered for individuals in
disciplines which have a market premium of at least 15% above the
median salary at peer institutions at the time of initial appointment.
These individuals must have a terminal degree in that discipline and
an established or anticipated research program in that discipline.
3.2 Salary supplements generally will be limited such that total salary
does not exceed the median salary earned by faculty at the same rank
and in the same discipline at peer group institutions adjusted for the
Bay Area/Moraga. This “cap” will be re-assessed at each periodic
review of the Salary Policy.
3.3 The salary supplements -- amounts and underlying rationales -- will
be disclosed to the Faculty Welfare Committee in the form of total
number of positions within each rank and amount(s) expended for
such enhancements. Faculty placement on the Rank and Tenure
roster will continue to reflect salary scale placement.
3.4 Positions that are not in disciplines which have a market premium
and for which a salary supplement is contemplated (e.g., an endowed
Professor) should be reviewed for a recommendation from the
Faculty Welfare Committee to the Provost in advance of approving
that position.
3.5 Salary supplements may come with performance expectations
identified and evaluated by the presiding Dean and Provost.
3.6 The CFO, working with Human Resources, will prepare an annual
report detailing the amounts spent on salary enhancements, and the
underlying funding sources.
4. Should the result of the process above deviate over time (either above or
below) from goal salaries, adjustments shall be made to return to the
goals as quickly as feasible, as recommended by the Task Force
described below and reported annually by the Faculty Welfare Committee
to the President and the Academic Senate.
5. Every three years (beginning in 2011-2012), a Task Force will review the
policy implementation to insure fair and consistent implementation
according to the above goals and procedures based on trends in actual vs.
goal salaries over time, rather than on annual achievement of a specific
salary level. The Task Force, composed of: three members of the Faculty
Welfare Committee, the Chief Financial Officer, the Vice President for
Mission, the Chair of the Academic Senate, the Chairs of the Board of
Trustee Finance and Academic Affairs Committees, the Director of
Human Resources, and the Provost, shall review the implementation of
the policy. The results of the review of policy implementation will be
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reported to the President, the Academic Senate, and the Board of
Trustees.
6. Every six years (beginning in 2017-18) the aforementioned Task Force
shall review the policy itself to ascertain if it is meeting the needs of the
College and its mission. Findings and recommendations from the review
of the policy will be reported to the President, the Academic Senate, and
the Board of Trustees.
7. The Faculty Welfare Committee each year shall provide to the College
community a comparison of current Saint Mary’s faculty salaries with the
salary goals as listed above.
Saint Mary’s College values highly the contributions of its faculty in pursuing
excellence in Lasallian, Catholic and liberal education. The College recognizes that it
must attract and retain outstanding faculty who are committed to the College’s
mission and to their own person and professional growth. Thus, the College is
committed to paying competitive salaries according to the following guidelines:
Salary Goals:
1. The average of salaries by rank should minimally be the average salaries by rank
of Pacific States IIA institutions, as defined and published yearly in Academe,
The Chronicle of Higher Education, and on Web sites.
2. To maintain competitive salaries, the budget process should also consider a
smaller cohort of comparable institutions: the other schools in the WCC and
Manhattan College. Many of these institutions have professional schools, which
pay significantly higher salaries, particularly in the ranks of associate and full
professor. In light of this, the College should aim for the median of the assistant
professor salary scale at Saint Mary’s to be at the median of assistant rank
average salaries at these cohort institutions, as available yearly in the sources
noted above.
3. The College should aim for a salary structure that is equitable across ranks, with
particular attention given to the competitiveness at the assistant professor level.
The salary structure should have a range of salaries, from assistant through full
professor, consistent with the Pacific States IIA.
Salary Administration
1. The change each year in the faculty salary budget (the “pool”) will be a
permanent part of the overall budget discussions of the College. Therefore, the
change should recognize the current and forecasted financial situation of the
College, which may require temporary deviation from the goal.
2. The College recognizes that data on comparable salaries are only available with
a 1 to 2 year lag. Thus, determining whether the goal has been achieved each
year is not possible. Because of this, once the minimum goal has been achieved,
the minimal targeted change in the average of the assistant professor scale
should be the geometric average change over the past five years in the Pacific
States IIA.
3. Should the result of the process above deviate over time (either above or below)
from goal salaries, adjustments shall be made to return to the goal as quickly as
feasible, as recommended by the Task Force described below.
4. Once the size of the budget for faculty salaries is determined, the proposed
distribution across ranks and scale will be determined by consultation among
the Faculty Welfare Committee, the Vice President for Finance, the Provost,
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and the Chair of the Academic Senate, with the assistance of the Finance
Director/Controller.
5. Every three years (beginning in 2004-2005), a Task Force composed of three
members of the Faculty Welfare Committee, along with the individuals in (5)
above, the Director of Human Resources, and the Dean for Faculty
Development, shall review the implementation of the policy. The policy will be
reviewed to insure fair and consistent implementation according to the above
goals and procedures based on trends in actual vs. goal salaries over time, rather
than on annual achievement of a specific salary level. The results of the review
will be reported to the President and to the Academic Senate.
6. The Faculty Welfare Committee each year shall provide to the College
community a comparison of current Saint Mary’s faculty salaries with the goal
salaries as listed above.
Note: The faculty salary goals and administration policies were adopted by the
Board of Trustees on May 24, 2002 and amended as stated above on May 20, 2005.
2.15.2

SALARY SCALES FOR RANKED AND ADJUNCT FACULTY
SAINT MARY’S COLLEGE
FULL-TIME FACULTY SALARY SCALE
2011-2012 2012-2013
Instructor

Assistant

Associate

Professor

Step

I

II

I

II

I

II

1

50,730

53,659

55,434

58,634

66,834

70,684

86,039

2

52,252

55,269

57,097

60,393

68,839

72,805

88,621

3

53,819

56,927

58,810

62,198

70,904

74,989

91,279

4

60,574

64,064

73,031

77,238

94,018

5

62,391

65,986

75,222

79,556

96,838

6

64,263

67,965

77,478

81,942

99,743

7
PRE 1989

102,735
105,304

	
  
Step

Assistant I

Assistant II

Associate I

Associate II

Professor

1

56,378

59,633

69,645

73,658

93,729

2

58,069

61,422

71,735

75,868

95,604

59,811

63,257

73,887

78,143

97,516
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3
4

61,605

65,155

76,103

80,488

99,466

5

63,454

67,109

78,387

82,903

101,455

6

65,537

69,122

80,738

85,390

103,458

7
Pre 1989

2.16.2

105,554
108,193

PROCEDURES THAT APPLY TO ALL GRIEVANCES
1.d. Grievances involving equal employment opportunity and/or the College’s nondiscrimination policies are initiated with the Director of Human Resources, who
also serves as the College’s Title IX Coordinator., who also serves as the
College’s Equal Employment Opportunity Compliance Committee chairperson (see
section 2.16.5). Complaints involving allegations of sexual harassment are also
reported to and investigated by the Director of Human Resources (see section
2.9.2.1.)

2.16.5
Grivance In Case of Alleged Harassment (Other than Sexual) or Discrimination on the
Basis of Race, Color, Ancestry, Religion, National Origin, Gender, Age (40 Years or Older),
Marital Status, Sexual Orientation, Medical Condition or Physical or Mental Disability2
See Figure 5 for a time line of this section.
1. A written petition alleging harassment (other than sexual) or discrimination on the
basis of race, color, ancestry, religion, national origin, gender, age, marital status,
sexual orientation, medical condition or physical or mental disability shall be sent
to the chairperson of the Equal Employment Opportunity Compliance Committee
within twenty (20) school days of the alleged event. See section 1.7.2.2 for a
complete description of the Equal Employment Opportunity Compliance
Committee.
The written notification, at this stage, can be very brief, indicating the nature of the
alleged grievance and the parties involved. See section 2.16.2(4) for the requirements of written notification.
2. See section 2.16.2 for procedures that apply to all grievances.
Maximum time line since grievance occurred: 20 school days
Step I
Informal Process
1. Following receipt of the written grievance the chairperson of the Equal
Employment Opportunity Compliance Committee shall call for a meeting between
the chairperson and the grievant to take place not later than ten (10) school days
after the written notice is received.
2. Resolution of the grievance through informal dialogue and mediation is encouraged.
The formal grievance procedure is time consuming, costly, and often divisive and
should only be used if informal channels of resolution have been exhausted.

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  
When an employee or student has a complaint alleging conduct that may constitute sexual harassment involving an
employee, that complaint should be referred directly and promptly to the Director of Human Resources, who serves as the
chair of the Equal Employment Opportunity Compliance Committee. 	
  
2
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3. At the initial meeting with the grievant, the chairperson of the Equal Employment
Opportunity Compliance Committee will determine if preliminary means of
resolution have been attempted. If appropriate, the chairperson will attempt further
preliminary means of resolution.
4. No further action on the complaint will be taken unless such preliminary means of
resolution have been attempted.
5. If the matter is settled at this point, a written memorandum of the complaint and
resolution of the parties involved will be prepared by the chairperson of the Equal
Employment Opportunity Compliance Committee. Copies of the memorandum
will be sent to the parties involved. The original will be retained in a separate file in
the Human Resources office.
6. The informal process may continue until the grievance is settled or until the passage
of ten (10) school days from the date of the first informal discussion with the
chairperson of the Equal Employment Opportunity Compliance Committee,
whichever occurs first unless otherwise provided by all parties in writing. See
section 2.16.2.6.
Maximum time line since grievance occurred: 40 school days
Step II
Written Complaint of Grievance
If no resolution occurs at Step I, the grievant may within fifteen (15) school days of
the terminal date of the informal discussion appeal to the Equal Employment
Opportunity Compliance Committee by submitting a written complaint which
specifies the alleged offense and the individual(s) against whom the complaint is
lodged. The complaint is submitted to the chairperson of the Equal Employment
Opportunity Compliance Committee. See section 2.16.2(4) for the requirements of
written notification.
Maximum time line since grievance occurred: 55 school days
Step III
Equal Employment Opportunity Compliance Committee
Procedure
1. The chairperson of the Equal Employment Opportunity Compliance Committee
will insure that the Equal Employment Opportunity Compliance Committee is
operational within ten (10) school days from the receipt of the written complaint.
Further, the decision of the committee must be rendered within thirty (30) school
days from the constitution of the committee.
If the complaint is received fewer than thirty (30) school days before the end of the
academic year, the chairperson of the Equal Employment Opportunity Compliance
Committee shall assign it to the Equal Employment Opportunity Compliance
Committee within twenty (20) school days after the commencement of the next
academic year.
Maximum time line since grievance occurred: 65 school days
2. The Equal Employment Opportunity Compliance Committee:
a. Shall ascertain that Step I was unsuccessful in bringing about a settlement.
b. Must undertake a thorough and prompt investigation of the grievance by
conducting interviews, reviewing written materials provided by or requested from
the parties or other persons having personal knowledge regarding the allegations of
the complaint, by meeting witnesses, or, at its discretion, by other means of
investigation that help to inform the Committee. It is not required that the
Committee conduct a hearing. However, if the Committee decides to conduct a
hearing, then the parties involved shall be consulted regarding a suitable time and
place for any hearing. The complainant(s) and the person(s) accused shall have the
right to be heard. The Committee shall have the right to request witnesses to
appear and to hear their testimony. Lawyers are not permitted to appear at or
participate in the hearing.
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c.
i.
ii.
iii.
iv.
d.
e.
f.

g.

1.

2.

Shall render a decision in the case by means of a majority vote even if the
individual(s) against whom the complaint is made refuses to appear or present a
defense. The decision may include:
dismissal of the grievance;
a declaration which states the rights of each party;
a call upon appropriate authority to impose sanctions;
other appropriate action based on the circumstances presented.
Shall preserve the confidentiality of the proceedings. Meetings are not public.
The record of the Committee hearings and all related documentation will be kept in
a confidential file in the Human Resources office. These records will be kept
separate from any personnel files.
The chairperson of the Equal Employment Opportunity Compliance Committee
must notify the grievant, the individual(s) against whom the complaint was
brought, and the President of the College of the Committee's resolution within
thirty (30) school days from the first operation of the Committee. See section
2.16.2(4) for the requirements of written notification.
Maximum time line since grievance occurred: 95 school days
In the case of recommended sanctions, a copy of the Committee’s decision will be
delivered to the person or authority who is to impose the sanctions and a copy will
be placed in the personnel files in the Human Resources office of the individual(s)
against whom the complaint was lodged. The person or authority who is to impose
the sanctions shall within thirty (30) school days of receiving the recommendation
make a written report to the chairperson of the Equal Employment Opportunity
Compliance Committee.
Step IV
Appeal to the President
A grievant or the individual(s) against whom the complaint was lodged is dissatisfied
with the decision rendered by the Equal Employment Opportunity Compliance
Committee may appeal to the President of the College. The party must submit a
written complaint, specifying why the decision by the Equal Employment
Opportunity Compliance Committee is believed to be erroneous and the redress
sought. The complaint must be received within fifteen (15) school days of the
decision by the Equal Employment Opportunity Compliance Committee. See
section 2.16.2(4) for the requirements of written notification.
The President will have twenty (20) school days to render a final decision on the
case. A copy of the decision shall be distributed to both parties and to the
chairperson of the Equal Employment Opportunity Compliance Committee. The
President's decision shall be final.
Maximum time line since grievance occurred, in event of sanctions: 125 school
days.
Maximum time line since grievance occurred, in event of Appeal to President: 130
school days.

Delete the following figure:
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3.4

COMPUTER AND TECHNOLOGY SERVICES
The use of the technology resources of the College is a privilege, subject to users
following the terms of the Technology Use Policy (available on SMCNet and from
CaTS). Computer and Technology Services is headed by the Chief Technology
Officer, who reports to the Vice President for Finance under the guidance of the
Technology Advisory Committee, chaired by the Provost.

3.4.1

FACULTY COMPUTING SUPPORT
Computer and Technology Services (CaTS) provides support for campus
information technology to faculty, staff and students. It furnishes hardware
support, including recommendations, configuration and installation, problem
diagnosis and limited service, and software support, including recommendations and
installation, general trouble-shooting and ongoing training. CaTS also maintains
several faculty resource facilities in various locations on campus offering computer
services in support of the academic mission of the College. A User’s Guide is
available that lists use policy, lab hours, e-mail procedures, and other pertinent
information. For further information contact CaTS.

3.4.3.1

Media Services
Media Services provides expertise, facilities, and services to support the audio-visual
and multimedia instructional needs of students and faculty. Media Services
maintains instructional media equipment in classrooms and delivers equipment to
classrooms and other campus locations as needed for instructional and
administrative purposes. Media Services manages lending pools for video and
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photo cameras, audio recorders etc. for use by students (with authorization
from a faculty member). For descriptions of available equipment and services, see
the Media Services section of SMCnet.
3.4.4

ELECTRONIC CLASSROOMS
The Saint Albert CaTS Computer Laboratory provides PC and Macintosh
workstations for use by SMC students, faculty and staff. The purpose of the
laboratory is to provide access to standard computer hardware and standard
application software, e.g. Microsoft Word, Excel, and PowerPoint, SPSS etc. The
Macintosh computers in the laboratory provide the same software applications as
found in dedicated multimedia labs on campus, such as the Art Lab and
Garaventa 250. One workstation has been reserved for students with disabilities
and has JAWS etc. There are a couple of high volume black and white laser
printers in the CaTS computer lab as well as a color laser printer.
The CaTS Computer Lab in Saint Albert Hall follows the opening hours of the
Library. Lab hours may vary throughout the year. Please check the CaTS web
site (cats.stmarys-ca.edu), or call the CaTS Service Desk at extension 4266 if you
have any question about the availability of the laboratory. The CaTS Service
Desk is responsible for the CaTS Computer Lab and all other computer labs and
technology enabled classrooms across campus.
CaTS supports several dedicated and networked classrooms on campus. These
classrooms, located in Garaventa Hall and elsewhere, are available for scheduled
classroom instruction. In addition to this CaTS provides and supports media
enabled classrooms (often with a dedicated teacher workstation) across campus.
In a number of locations smart boards are available. For more information,
please access the Campus Technology map available at the CaTS we site:
http://cats.stmarys-ca.edu
CaTS supports several dedicated and networked classrooms on campus. These
classrooms, located in Garaventa Hall, are available for scheduled classroom
instruction. CaTS also supports wireless internet access in many other academic
spaces on campus (e.g. Dante Hall, St. Albert Hall Library, Galileo Hall, Garaventa
Hall, etc.).

3.4.5

NETWORK SERVICES
CaTS provides support for academic network services. The campus Academic LAN
consists of a high speed Ethernet backbone connected to file-server electronic
communication devices that support the electronic classrooms in Garaventa,
laboratories, faculty and staff offices, and the Saint Albert Hall Academic
Computing Facility. CaTS also supports wireless internet access in other
academic spaces on campus (e.g. Dante Hall, St. Albert Hall Library, Galileo
Hall, Garaventa Hall, etc.).
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